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NextGen UI for Concur Request — End Users

Section 1: Overview

SAP is pleased to announce the Next Generation User Interface (NextGen UI) for
Concur Request — a new interface for Concur Request end users. The NextGen UI for
Concur Request provides an intuitive, integrated, efficient experience. The following

pages describe the enhancements.

In this Guide

In this guide, the current user interface is called the existing UI. The Next Generation
user interface for Concur Request is called NextGen UI.

Affected Users

The NextGen UI for Concur Request affects end-user pages and processes. It does
not affect:

e Pages and processes used by processors, even if the request being viewed
by the processor was created by a Concur Request user in the NextGen Ul

e Profile
e Tools or configuration pages

Screen Samples and Features

Remember, Concur Request features are configurable by your company so the fields,
layout, options, etc. shown in this guide may differ from those chosen by your

company.

NextGen UI for Concur Request — End User Transition Guide

Last Revised: May 20, 2022
© 2004 - 2022 SAP Concur All rights reserved.



Section 2: Manage Requests Page

When you click the Requests tab, the Manage Requests page appears.

Requests

Manage Requests Process Requests

e

Create New Request

Travel

Expense Invoice Approvals

Purchase Requests~

Manage Requests view: e Requests v

NOT SUBMITTED 06/04/2020 NOT SUBMITTED 02/21/2020 READY TO BOOK 1112072019

@ Trip to Paris

81,747.79

Reporting ~

App Center Links~

May Sales Conference -
Barcelona

$245.00

Profile ~ &

Car Rental for Site Visit

S444.62

Approved - Pending Booking

READY TO BOOK 10/15/2019

New York Conference

5670.00

Approved - Pending Booking

RETURNED 0613172019

Car/Hotel Reservation

$99.00

Sent Back to Employee

READY TO BOOK 11/06/2019

Business Lunch

$200.00

Approved - Pending Booking

SUBMITTED 11/06/2019

cash advance

50.00

Submitted & Pending Approval
Davis, Pat

READY TO BOOK 10/11/2019 NOT SUBMITTED 04/22/2019 NOT SUBMITTED 04/2212019 RETURNED 09/30/2019
[ | S| [ | S|

The Manage Requests page has been simplified, and there are a number of
changes to the page:

e Request Tiles

e View List

e Request Lists

e Create New Request

e Delete, Copy, Close/Inactivate Buttons
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Request Tiles

When viewing active requests on the Manage Requests page, requests are now
displayed as individual tiles.

Existing UI
In the existing UI, your active requests are displayed in a list.

Administration ~ | Help ~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links w )

Profile ~
L)

Manage Raquests Create New « Process Requests Quick Search Budgst Insight Purchase Requesis «

Active Requests (/5)

Request Name ¥ | Begins With b I i ‘ Go
\:| J_Requeel Type ' Request Name Reguest ID I_Staius ‘ Request Dafes v Date Submitted Total
=i e e i oo | MO x5 0 oo e iz - =l B
| 0 Travel Trip to Paris 39PG Mot Submitted 1272472018 £3,350.00 ~
Work with Team Leon
12/28/2018
| Authorization Office Supplies 38PF Submitted & Pending Approval - 05/15/2018 05/15/2018 50.00
Standard office materials Davis. Pat
05/22i2018
i Travel Client Sales Meeting 38PA Met Submitted 03/28i2018 50.00
Client Sales Meeting
03/29/2018
D Authorization Trip to New York 39P7 Mot Submitted 03/01/2018 £1.900.00
Sales meefing
03/042018
D Authorization Trip to New York JONX Mot Submitted 02/01/2018 £3.500.00
Sales meefing
02/04/2018
D 0 Trave! Client Meeting 39HM Net Submitted 08/16.2017 $377.00
Sales Meeting
08/18:2017
\:I 0 Travel Mew August Request JONK Mot Submitted 0B/082017 £605.00

Testing usage
oaMm2017

D Travel Test car 34PJ Submitied & Pending Approval - 0411207 02/06/2017 $50.00
Test for CLQ CLO-535523 Kuykendall, Deb
0471572017
D Travel December Sales Meeting 34FF Submitted & Pending Approval - 121192016 12/06/2016 §700.00
Sales meeting Davis, Pat R
Pagei 1 i of 3 > (o7} Displaying 1- 250 75

NOTE: In the existing UI, you can copy and delete selected requests from this page.
In the NextGen UI for Concur Request, those tasks are completed from within a
request, as detailed later in this guide.
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NextGen UI

In the NextGen UI for Concur Request, each active request is displayed as an
individual tile. The tiles are sorted by date of creation.

Administration~ | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ .

Profile ~ -

Manage Requests Process Requests Purchase Requests~

Manage ReqUESES view: acive Regueats +

NOT SUBMITTED 06/04/2020 NOT SUBMITTED 02/21/2020 READY TO BOOK 112022019

@ Trip to Paris May Sales Conference - Car Rental for Site Visit
o Barcelona
Create New Request $1,747.79 $245.00 S444.62

Approved - Pending Booking

READY TO BOOK 10/15/2019 RETURNED 05/3172019 READY TO BOOK 11/06/2019 SUBMITTED 11/06/2019

New York Conference Car/Hotel Reservation Business Lunch cash advance

$670.00 $99.00 $200.00 $0.00

Submitted & Pending Approval
Approved - Pending Booking Sent Back to Employee Approved - Pending Booking Davis, Pat

READY TO BOOK 10/11/2019 NOT SUBMITTED 04/22/2019 NOT SUBMITTED 0472212019 RETURNED 09/30/2019
[ | S| [ I
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Each tile includes the following information:
¢ Request name
e Status
¢ Request date
e Total
e Alert indicator (if request contains any alerts)

e Request's workflow status, such as Submitted and Pending Approval (if
applicable)

e Approver's name (if applicable)

e Tile banner color indicates request status

NOT SUBMITTED 121212018

@ Trip to Paris

$3,350.00
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View List
The Manage Requests page in the NextGen UI for Concur Request still has a View

list for viewing requests by status and for viewing all requests. The View list has the
same selections, but the selection names have been updated to be more concise.

Existing UI

In the existing UI, the View list looks like this.

SAP Concur Requests Travel Expense

Manage Requests Create New - Process Requests

Active Requests (/5)

Unsubmitted Requests
: Begins With
& Active Requests
i Pending Reqguests |Name Req
=] i
I Approved Requests riz 3
Team Leon
Cancelled Requests
[ Closed/Inactivated Requests bplies ) 3
office materials
All Requests
[:[ Travel Client Sales Meeting 3
Client Sales Meefing
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NextGen UI

In the NextGen UI for Concur Request, the View list still defaults to Active Requests,
but you can easily view other requests.

SAP Concur Requests Travel Expense Invoice Approvals

Manage Requests Procaess Haquests Furchase Requests=

Manage Requests view: acive Resusst

+ Active Hequests

Mot Submitted 1211212018

Pending Approval

Approved

0 Cancelled

Closed
Create New Request All Requests

From the View list, select one of the request statuses or All Requests.

Manage RequestS@: Acive Faguesth v \

+ Active Reguests

Mot Submitted 1211212018

Pending Approvdl
Approved
o Cancelled
Closed
Create New Request \ All Requests
I 4
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For example, if you select Not Submitted, the unsubmitted requests appear.

Manage Requests Process Requests Purchase Requesis~

Manage Requests

Request Name Status Request Dates v Requested Approved
L”ggtg Gpa“s Not Submitted 1212412018 - 12/28/2018  $3.350.00 $3,350.00

Client Sales Meeting

) . ;
D: 39PA Not Submitted 03/28/2018 - 03/29/2018 $0.00 $0.00

To sort, click the column headings.

Manage Requests Process Requests Purchase Requests~

Manage Requests view: ot submitec v

Create New Request

Request Name Sla:;{g Request Dates = Requested Approved
Nt
L”%Btgepa”s Not Submitted 12/24/2018 - 12/28/2018  $3.350.00 $3,350.00

Client Sales Meeting

i Not Submitied 03/28/2018 - 03/29/2018 $0.00 $0.00

To return to the active requests, select Active Requests in the View list.

Manage Requests Process Raquests Purchase Requests«

Manage RequestS/ view: aciverequests »

~ Active Hequests

Mot Submitted 1211212018

Pending Approval

Approved

c Cancelled

Closed

\ All Reguests

Create New Request
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Create New Request

To simplify the process for creating a new request, in the NextGen UI for Concur
Request, the Create New menu above the Manage Requests page is removed and
there is now a Create New Request tile and button on the page.

Existing UI

In the existing UI, users can create a new request by clicking New Request from the
Create New menu.

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~

Manage Requesty e Process|Requests Quick Search Budget Insight All Pur

New Reguest {U
Mew Event Reqiréest

Active Requestp

Request Mame V| Begins With ~ | | | [ Go ]
] | Request Type I Request Name Request ID | Status
[ ! ] Trave! Trip to Paris 39PG Mot Submitted

Work with Team Leon

[]  uhorization  Ofice Supplies  33PF  Submited & Pending Approval - Davis, PatR.
Standard office materials
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NextGen UI

In the NextGen UI for Concur Request, when Active Reports is selected from the

View list on the Manage Requests page, there is a Create New Request tile at
the top of the page.

SAP Concur Requests Travel Expense Invoice Approvals

Manage Reguests Process Requasts Purchase Reguests=

Manage Requests view: aciverequests v

/ \ NOT SUBMITTED 1211242018

@ Trip to Paris

&
Create New Request 53,350.00

NOT SUBMITTED 03/01/2018 NOT SUBMITTED 02/06/2018
|

When Not Submitted, Pending Approval, Approved, Cancelled, Closed, or All

Requests is selected in the View list, there is a Create New Request button at the
top of the page.

Manage Requests Process Requests Purchase Requesis«

Manage Requests view: ot submites v

Create New Request

Request Name Status Request Dates = Requested Approved
ieia Not Submitted 12/24/2018 - 12/28/2018  $3,350.00 $3,350.00

Sl Sales Mosting Not Submitied 03282018 - 03202018 $0.00  $0.00
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Clicking the Create New Request tile or Create New Request button opens the
Create New Request page.

| For more information about creating requests in the NextGen UI for Concur
Request, refer to the New Request and New Expenses — The Basics section in

this guide.
Create New Request %
Agency Office Request Name *
MNone Selected v

Start Date Request Palicy *

F Travel Reguest Policy ~
Purpose * End Date

y
Comment
P

Delete, Copy, Close/Inactivate Buttons

In the existing UI, you can copy, delete, close, and inactivate selected requests from
the Manage Requests page. In the NextGen UI for Concur Request, those tasks are
completed from within a request, as detailed later in this guide.

| For more information about copying, deleting, closing, and inactivating
requests in the NextGen UI for Concur Request, refer to the Edit Requests,
Copy Requests, Delete Requests and Expected Expenses, and
Close/Inactivate Requests sections in this guide.
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Existing UI

In the existing UI, the Delete Request, Copy Request, and Close/Inactivate
Request buttons are located at the top of the Manage Requests page.

Administration ~ | Help ~

SAP Concur @ Requesis Travel Expense Invoice Approvals Reporting ~ App Center Links ~ ]

Profile ~
-

Manage Requests Create New - Process Requests Quick Search Budget Insight All Purchase Orders

Active Requests (75) [ j

NextGen UI

In the NextGen UI for Concur Request, requests can be deleted by clicking the delete
=

icon, ﬂ]], located next to the request name and amount.

Administration~ | Help~

SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links + @

Profile ~
=)

Manage Requests Process Requests Purchase Requesis ~

Trip to New York $3,800.00(@)

Not Submitted | Request ID- 39NX

Depending on the request's current status, a request can be copied by clicking the
Copy Request link or by clicking Copy Request from the More Actions list.

Administration~ | Help~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting~ App Center Links ~
Profile - &

Manage Requests Process Requests All Purchase Orders

December Sales Meeting $700.00

Submitted & Pending Approval | Request 1D: 34PF

Request Details w Attachments w

Administration~ | Help~

SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links + s @
rofile -
s

Manage Requesis Process Requests Purchase Reguesiz ~

Car Rental for Site Visit $444.62

Approved - Pending Booking | Reguest ID: 3KMA

Book Travel

More Actions v“

Recall

Copy Request

Request Details w Print/Share w  Afttachments w

CVDCATEN CVDCAOCO
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In an approved request, a request can be copied, closed, inactivated, or recalled
from the More Actions list.

Administration~ | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ ®
L=

Profile -

Manage Requests Process Requests All Purchase Orders

Sales Training Q3 $2,300.00

Approved | Request ID: 3379 ‘

Create Expense Report

Copy Reguest

Request Detalls w  Aftachments w Close/Inactivate Request ‘

EYDEMTEND EYDEMOES

Administration~ | Help~

SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links + s @
rofile -
s

Manage Requesis Process Requests Purchase Reguesiz ~

Car Rental for Site Visit $444.62

Approved - Pending Booking | Reguest ID: 3KMA

Book Travel

More Actions v“

Recall

Request Details w  Print/Share w  Attachments w Copy Request

CVDCATEN CVDCAOCO

Section 3: New Request- The Basics

Just as before, typically when you create a new request, you start with the general
request-specific page (the Request Header tab) and then move to the Segments
tab to add the applicable travel segments. Though this basic process has not
changed, the pages are more streamlined and easier to manage. In virtually all
cases, when working with requests:

e The fields are larger and easier to navigate.

e Required fields are now marked with a red asterisk instead of a red band
at the left edge of the field.
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New Request

Existing UI

In the existing UI, the Request Header tab on the Request page looks like this.

Administration ~ | Help ~
SAP Concur @ Requests Travel Expense

Invoice Approvals Reporting - App Center Links «
Profile ~ &

Manage Requests Create New Process Requests Quick Search Budget Insight All Purchase Orders

Request

Status: Mot Submitted
Request Name:

Purpose:
Request Header | Segments | Expenses || Approval Flow | Audit Trail

Agency Office Request Mame

Request Policy Start Date
| | ~ | |Trip to Paris | | Traver Request Poiicy ‘ v | [1m0s2018 |—,‘!
End Date Purpose Comment
| 101122019 [E| [ctentsie visit |
&

Cash Advance

Cash Advance Amouni Cash Advance Comment

|[uso [+

14
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NextGen UI

In the NextGen UI for Concur Request, the header page is called Create New
Request. The fields are larger and easier to navigate.

Create New Request %
Agency Office Request Name *

None Selected v Trip to Paris
Start Date Request Palicy *
_ 10/18/2020 _ Travel Reguest Policy ~
Purpose * End Date

Client site visit 10/22/2020 e

Comment

Cancel Create

NOTE: The fields that appear on this page are configurable by your company, so
your Create New Request page may be different from the one shown here.

Complete the fields and click the Create button to move to the next page.
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Segments

How segments appear in a request has significantly changed between the existing Ul
and the NextGen UI for Concur Request. While the functionality of segments is the
same, how they are created and displayed for a request in the NextGen Ul is
different.

Existing UI

In the existing UI, segments are created for a request on the Request page by
clicking a segment type icon and entering the segment information on the
Segments tab.

S Administration v | Help +
SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~ App Center Proil .
rofile ~
L=
Manage Requests Create New ~ Process Requests Quick Search Budget Insight All Purchase Orders
Request 3C7Y St it
Status: Not Submitted
Request Name: Trip to Paris Amount: $595.96
Purpose: Client site visit
Request Header | Segments | Expenses || Approval Flow | Audit Trail
Add Segment E
CLICK ICON TO CREATE SEG!‘.‘IEI‘JTG @ @
e Air Ticket ® Round Trip One Way Multi-Segment Amount: | 82100 | |USD v |
Outbound From: | SeattiTacoma (Airport - SEA). Seattle, Washington
To |cmnes De Gaulle Intl {&iport - GDG). Paris, FRANCE
Date |1n:ns.9n15 EH| |Departat |v | [07:00am | |
Vendor Name: _ﬁeua
Comment:

Return o = z

Date: | 10132019 || |Amveat v | |o09:00pm ||

Vendor Name: | Detta
Comment: ||

In the NextGen UI for Concur Request, the term Segment is replaced with the term
Expected Expenses.
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CREATE AN EXPECTED EXPENSE — TYPICAL PROCESS

To get started, click the Add button to view the list of expense types and then

select the applicable type.

NOTE: In the search box at the top of the list, you can enter all or part of an

expected expense name.

Manage Requesis Process Requests Purchase Requesis«

Trip to Paris $0.00 @

Not Submitted | Request ID: 333V

Request Details w  Print/Share w  Attachments w

EXPECTED EXPENSES

~ (2. Transportation

Car Rental @

Parking

Personal Car Mileage

[l
‘ Air Ticket

Railway Tickst

Copy Request Submit Request
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Clicking an Expense Type opens the page for the selected type.

Manage Requesis Process Requesis Purchase Requesis~
New Expense: Air Ticket ey -
| Round Trip | One Way | Multi City |
Outbound
* Required field
From * To*

| @ - | Seattle Tacoma Intl (Alrport - SEA), Seattle, Washingtol |

G - | Charles De Gaulle Intl (Airport - CDG), Paris, FRANCE |

Date * Depart at * Comment

101142019 || | Departurotime | | 07.00AM o] ‘ |

Return
Date * Depart at * Camment
10/18/2019 ‘ i | | Departure time v | 09:00 AM ‘ ® |
A
Amount * Currency *
62950 | | us, Dollar B

NOTE: The fields that appear on this page are configurable by your company, so
yours may be different from the one shown here.

Complete the fields and click Save and it will be added to the Expected
Expenses list.

Manage Requests Process Requests Purchase Requests ~

Trip to Paris $629.50 i Copy Request

Not Submitted | Request ID: 333V

Request Details w  Print/Share v Attachments w

EXPECTED EXPENSES

Expense type Details Date - Amount  Reguested

- A Ticket Seattle (SEA) - Pans (CDG), Round Trip 10/14/2019 $62950 $629 50

Estimated Total: $629.50
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Navigating Between Expected Expenses

If a request contains multiple expected expenses, left and right navigation arrows
are displayed to the left of each expected expense name in the request. The
navigation arrows allow you to quickly navigate between the expected expenses in
the request without having to return to the Expected Expenses page.

Manage Requests Process Requests Purchase Requests~
e
Room Rate EUR491.00 m
@ Allocate
Transaction Date * Description
10/13/2019 ‘ B | Hotel room rate is 98 euros per night for 5 nights
Transaction Amount * Currency * Conversion Rate Raverse Amount in USD
49100 Euro | v | |1EUR=|1.139360 | USD 559 43
Comment

For the first expected expense in the request, the left navigation arrow will be
disabled. For the last expected expense in the request, the right navigation arrow
will be disabled.

Attachments

The process for adding attachments, such as an image or PDF, to a request is the
same in the NextGen UI for Concur Request.

Existing UI

In the existing UI, attachments are added to the request by clicking Attach
Documents in the Attachments list on the Request page.

Administration ~ | Help

SAP Concur @ Reguesis Travel Expense Invoice Approvals Reporiing ~ App Center Links ~ L )
T -

Manage Requests Create New « Process Requests Quick Search Budget Insight All Purchase Orders

Request 3C7Y =3
Check Documents Status: Not Submitted

Request Name: Trip to Paris Amount: $556.17

Purpose: Client site visit

Request Header | Segments | Expenses || Approval Flow || Audit Trail
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NextGen UI

In the NextGen UI for Concur Request, attachments are added to the request by
clicking Attach Documents in the Attachments menu on the Expected Expenses

page.

Administration~ | Help~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting~ App Center Links~ @

Profile ~
(=)
Manage Requesis Process Requests Purchase Requesis~
: * —

Trip to Paris $549.63 i Copy Reaquest

Not Submitted | Request ID: 3KML

Request Details w Print/Share w|  Aftachmenis w

EXPECTED EXPENSES | atach Documents. |

[ Expense type Details Date = Amount Reguested

0 Room Rate Hotel room rate is 98 euros per night for 5 nights 10/18/2020 EUR 49000 554963

Estimated Total: $549.63
Foreign currency converted

Clicking Attach Documents opens the Document Upload and Attach dialog.

Document Upload and Attach x

Upload and Atta%

SME limit per file

Close

Click Upload and Attach to add an attachment to the request.
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After adding an attachment to a request, the attachments icon, @, is displayed next
to the Attachments menu to indicate that the request has attachments.

Trip to Paris $549.63 m

Mot Submitted | Request ID: 3KML

Request Details w Print/'Share w Gttachments@ 1-)
EXPECTED EXPENSES

You can view, delete, or add additional attachments from the Attachments menu.

Administration~ | Help~
SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ ®
Profile -
L=
Manage Requests Process Requests Purchase Requests
s 2 i —
Trip to Paris $549.63 i Copy Request

Not Submitted | Request ID: 3KML

Request Details v Print/Share v Attachments &) »

EXPECTED EXPENSEY | view Documents |

m |  Attach Documents ‘
: Delete Documents

[Tl Expense type Details

Date = Amount  Reguested

[ Room Rate Hotel room rate is 98 euros per night for 5 nights 10/18/2020 EUR 490.00 $549.63

Estimated Total: $549.63
Foreign currency converted

Recently Used Feature for List Fields

List fields on the Concur Request forms display the most recently used selections
when filling out a list field. When you click in a list field, the most recently used
selections are displayed under Recently Used at the top of the list of selections.

The Recently Used feature is available for list and connected list fields configured in
Forms and Fields (Administration > Request > Forms and Fields) and all
location list fields. The Recently Used feature is available for these fields on the
request header, segment, and expected expense forms.

The Recently Used feature is not currently available for country/region, currency,
policy, or vendor list fields.
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The most recently used selections for a list field are displayed under Recently Used

in a list field's list of selections.

Edit Request Header

TVR-13070-001 Request ID: 39M6

Request Id
39M6

Start Date

Main Destination Country

AFGHANISTAN v

Y v | (IT1.1) ltems 1.1

External list

Y v | Search by Code

Comment

Item 02 (2]

Request Name *

TVR-13070-001

End Date

Main Destination City

AF ¥ ‘

N

Request F%

Cyrille' ¢

Purpose *

Test

2
Item 01 g

Y v

Item O Recently Used
Y Charles De Gaulle Intl (Airport - CDG), Paris, FRANCE
- Eragny Sur Oise, FRANCE
External L Haneda (Airport - HND), Tokyo, JAPAN

No Results Found

Fuel

Y v

A A A AAAAAAAAAAAAAAAAAAAAAAAANAAAAAA

If no selections have been made for a list field before, the Recently Used list is not
displayed at the top of the list field's list of selections.

Fuel

Y ¥

(Diesel) Diesel

(Diesel) Diesel

(Petrol) Petrol
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Section 4: Additional Menus on the Request

The following menus appear on the request:
¢ Request Details: The Request Details menu is a new menu in the
NextGen UI for Concur Request. The menu contains selections for editing
the request header, accessing the request timeline, otherwise known as
the approval flow in the existing UI, and audit trail

B For more information about the request timeline, refer to the
Approval Flow/Request Timeline section in this guide.

[N For more information about the audit trail, refer to the Audit Trail
section in this guide.

Trip to Paris $1,420.27 @

Not Submitted | Request ID: 3C7Y

Request Details Print/Share w Attachments.@ . 4

- Request LNSES
Edit Request Header

Request Timeline

= Fra
Audit Trail Details
Allocation Summary

Linked Add-ons Hotel room rate is 98 euros (

Add Cash Advance

(1 Railway Ticket Faris, FRANCE - Orleans, Fi

1 Air Ticket Seattle (SEA) - Paris (CDG)
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Print or Print/Share: On the Print and Print/Share menu, the options
should be the same as your current menu. The Print/Email menu in the
existing UI is named Print/Share in the NextGen UI for Concur Request.

Trip to Paris $1,420.22 @

Not Submitted | Request ID: 3CTY

Request Details - Print/Share @ Attachments@ v

EXPECTEDE Request Post-Approved Amount |
| |

[] Expense type Details

] Room Rate Hotel room rate is 88 euros

1 Railway Ticket Paris, FRANCE - Orléans, H

[ Air Ticket Seattle (SEA) - Paris (CDG)
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¢ Attachments: On the Attachments menu, the options should be the
same as your current menu. The View Documents in a new window
selection in the existing UI is named View Documents in the NextGen UI
for Concur Request.

Trip to Paris $1,420.27 @

MNot submitted | Request ID: 3C7Y

Request Details Print/Share w Attachments @5

EXPECTED EXPENSES |  view Documents

m |  Attach Documents ‘
| Delete Documents

[] Expense type Details

(0 Room Rate Hotel room rate is 98 euros [
[l Railway Ticket Paris. FRANCE - Orléans, FJ

1 Air Ticket Seattle (SEA) - Paris (CDG)

NOTE: The options in these lists are configurable by your company so yours may be
different from what is shown here.
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Section 8: Approvals

The Approvals UI and functionality in the NextGen UI for Concur Request is very

similar to the existing UI.

Existing UI

In the existing UI, the Requests tab on the Approvals page looks like this.

SAP Concur @

Approvals Home Requests Reports

Approvals
00 06 106

Sales conference

Requests Travel Expense

Cash Advances

Trips Requests Expense
Reporis Advances
Requests

Request Type Reguest Name

Travel Trip to Barceiona
Client visit

Travel Raifway Ticket to Chicago
Customer onsite visits

Travel Trip to Paris
Sales conference

Travel December Sales Mesting
Sales meeting

Travel Trip from Sealile to San Francisco
Testing

Travel Trip to Denver

Approvals

Purchase Requests

00

Purchase
Requests

Reguest ID

3FTG

3F6Y

Reporting ~

Invoices

07

Invoices

Employee

Terry, Brown
Terry, Brown
Terry, Brown
Terry, Brown
Terry, Brown

Terry, Brown

App Center Links

Request Dates

1011402019
10152018

10/07/2018
10/18/2019

09/30/2019
10042019

121182016
12212018

05/26/2016
051272016

08282015
10/02/2015

Administration ~ | Help ~

Date Submitted

09/30/2019

042272019

09/30/2019

12/06/2016

05/17/2018

062412015

Profie ~ @

Total

5288.96

$160.00

BN

5700.00

358067

$300.00
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In both the existing UI and the NextGen UI for Concur Request, you can access the
Approvals page by clicking the Approvals tab or clicking the Authorizations
Requests link under Required Approvals in the My Tasks section of the SAP
Concur home page.

SAP Concur Requests Travel Expense Invoice Approvals

SAP Concur +

Mew
Hello, Pat
TRIP SEARCH MY TASKS
Hh = = & Required Approvals =
Mixed Flight/Train Search
| Round Tiip | Oneway | Multi Gity ( Authorization Requests 06 )
From g .
DS, . i - Sttt | Expense Reports 106
Findan aliport. | Select miltiple-aipons
To@ _
Arrivalcily, airport or train station | Cash Advances 01
Find an airpor. | Select muliple sipors B B
Hide Marine Fares @ Invoices o7
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You can select the check box for a request and click Approve to approve the request
or open the request and approve the request from within the request.

Approvals
00 06 106

Trips Requests Expense
Reports

Requests

Request Type Request Name

Travel Trip to Barcelona
Client visit

Travel Railway Ticket to Chicago
Customer onsite visits

Clicking Requests at the top of the Approvals page opens the Requests Pending
your Approval page.

Administration ~ | Help ~

SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ ®

Profile ~
-

Approvals Home Reports Cash Advances Purchase Requests Invoices
View v
Request Name v Begins With "i | | ‘ Go
O Request Name | Empioyes Name | Requestin | RequestDates+ | Comment | Date submittea Totai | Approved amount| Remaining amount |
O Trip to Barcelona Brown, Terry IFTG 101142019 09/30/2019 5288.96 5288.96 5288.96
Client visit
101152019
(] Railviay Ticket fo Chicago Brown, Terry 3FEY 10/07/2019 0412212019 $180.00 $160.00 $160.00
Customer onsite visits
101182019
] Trip to Paris Brown, Terry 3IFTF 091302019 08/30/2018 584171 584171 584171
Sales conference
101042019
(] December Sales Meeling Brown, Terry 34PF 121192016 12/06/2018 $700.00 $700.00 5700.00
Sales mesting
1212172016
] Trip from Seaftle to San Francisco  Brown, Terry 337Y 051262016 0511712016 5580 67 $560.67 5560.67
Testing
05(27/2016
(] Trip to Denver Brown, Terry 333U 091282015 0612472015 530000 5300.00 5300.00
Sales conference
101022015
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Clicking the row for a request opens the Request Header tab for the request. You
can click Approve or Approve & Forward to approve the request from within the
request.

Administration ~ | Help
SAP Concur [G] | Requests  Travel  Expense  Iwoice  Approvals | Reporing v AppCenter  Links » oro ®
Tohie ~
-
Approvals Home Requests Reports Cash Advances Purchase Requests Invoices
Request 3F7G sommm £ T T T s v

Status: Submited & Pending Approval

Request Name: Trip to Barcelona Amount: $288.96
Purpose: Client visit

Request Header | Segments | Expense Summary | Approval Flow | Audit Trail

Request Name Request Policy Start Date End Date
Purpose Comment Empioyse last name
Client visit [ - =

On the Requests Pending your Approval page, you can open the view list to view
the approved requests or navigate back to the Requests Pending your Approval

page.

SAP Concur E Requests Travel Expense Invoice Approvals

Approvals Home Requests Reporis Cash Advances Furchase Requesis Invd

Requests Pending your Approval (6)

& Requests Pending your Approval | P
Requests you Approved this Month ?W“h =) |
I Requests you Approved last Month ;-,ph:,ye& Namie | Request ID | Reque
I Requests you Approved this Quarter  pwn, Temy IFTG 1041
Requests you Approved last Quarter 1041
‘; S an R
Requests you Approved last Year | e e
[I All Approved Requests :r'”” e LR i
|:| Eelcemb&rl_ﬂales Meeting Brown, Temy 34PF 1211
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NextGen UI

In the NextGen UI for Concur Request, the Requests tab on the Approvals page
looks and behaves the same as it does in the existing UI. To open an individual
request, click the request link in the Request Name or Request ID column.

Administration ~ | Help ~

SAP Concur Requests  Travel  Expense  Invoice = Approvals | Reporing ~  AppCenter  Links ~ - ®
rofile ~
-
Approvals Home Requests Reports Cash Advances Purchase Requests Invoices
Trips Requests Expense Cash Purchase Invoices
Reports Advances Requests
Requests
Request Type Request Name Request ID Employee Request Dates Date Submitied Total
Travel Trip to Barcelona IF7G Terry, Brown 10/114/2019 08/30/2018 5288 96
Client visit 1011572018
Travel Railway Ticket to Chicago 3FBY Terry, Brown 10/07/2019 04/22/2019 $160.00
Customer onsite visits 1011872019
Travel Trip to Paris IFTF Terry, Brown 09/30/2018 09/30/2019 584171
Sales conference. 10/042018
Travel December Sales Meeting 34PF Terry, Brown 1211972016 121062016 $700.00
Sales meeting 121212018
Travel Trip from Seattle to San Francisco 37y Terry, Brown 05/26/2016 05/17/2016 358067
Testing 05/27/2016
Travel Trip to Denver 3330 Terry, Brown 09128/2015 067242015 $300.00
Sales conference 10/02/2015

Clicking Requests at the top of the Approvals page opens the Requests Pending
your Approval page.

Administraion~ | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links~ 0

Profile ~
-

Approvals Home Reports Cash Advances Purchase Requests Invoices

View: Requests Pending your Approval w

Request Name Employee Name Request Dates > Comment Date Submitted Total Approved amount Remaining amount
E‘@;‘jf“‘*‘””‘* Brovm, Terry 10/14/2019 - 10A572019 06/05/2020 528896  5288.96 $266.96

TJEI“,F;\ Tickat tn Clicago Browm, Terry 10/07/2019 - 10/18/2019 0412212019 516000 $160.00 5160.00

E‘ggjfa"s Brown, Terry 09/30/2019 - 10/0412019 06I05/2020 $841.71 584171 $841.71

Hlorambor SalesMoriig Brown, Terry 12119/2016 - 1212172016 12/06/2016 $70000  $700.00 $700.00

L”F;;?’\J"‘ Seala 1o San Frencisco Brown, Terry 05/26/2016 - 0512772016 05/17/2016 $58067  $580.67 $560.67

E”;;;JD‘E““’S’ Brown, Terry 09/28/2015 - 10/02/2015 06/24/2015 $30000 330000 $300 00
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On the Requests Pending your Approval page, you can open the view list to view
approved requests or navigate back to the Requests Pending your Approval

page.

SAP Concur Requests Travel Expense Invoice Approvals

Approvals Home Requests Reports Cash Advances Purchase Requests Invg
View: Reguests Pending your Approval @j
i v Hequests Pending your Approval -
Hequ; Reguests you Approved this Month e Name Raquest Dates ™ C':_'
Triptf Requests you Approved last Month Terry 10/14/2019 - 10/15/2019
i “'F Reguests you Approved this Quarter
Raily Reqguests you Approved last Quarter ety 10/07/2019 - 10/18/2019
o EF Reguests you Approved this Year
. J Requests you Approved last Year
Trip § Terry 09/30/201% - 10/04/2019
D37 All Approved Requests =
Hirenmmber Saies Mesling Brown Terry 12/19/2016 - 12121/2016
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Approving a Request
You can approve a request from the Approvals page or from within a request.

To approve a request from the Approvals page, select the check box for the request
and then click Approve.

Approvals
Trips Requests Expenss
Reports
Requests
Approve
Request Type Request Name
@ Travel Trip to Barcelona
Client visit
Travel Raihway Tickel to Chicago
Customer onsite visits

To approve a request from within a request, open the Expected Expenses page,
and then click Approve.

To open the Expected Expenses page for a request from the Approvals page, click
the request link in the Request Name or Request ID column.
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To open the Expected Expenses page for a request from the Requests Pending
your Approval page, click the request link in the Request Name column.

Administraion~ | Help~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporiing ~ App Center Links~ 0

Profile ~

Approvals Home Requests Reports Cash Advances Purchase Requests Invoices
Trip to Barcelona $288.96 More Actions v
Submitted & Pending Approval | Request ID: 3F7G

Request Details w Print/Share w

EXPECTED EXPENSES

Expense type Details Date~ Amount  Requested
Breakfast Breakfast 10/15/19 10/15/2019 EUR 11.00 $12.04
Train Train to Barcelona 10/14/2018 EUR 162.00 $177.32
Fixed Lodging Hotel 10/14/2019  EUR 78.00 $85.37
Dinner Dinner 10/14/19 10/14/2018  EUR 13.00 $14.23

Estimated Total: $288.96
Foreign currency converted

Approving and Forwarding a Request
In the existing UI, you can approve and forward a request to another approver using
the Approve & Forward button in a request. In the NextGen UI for Concur Request,
you use the More Actions > Edit Approval Flow selection.

- To approve and forward a request to another approver

1. Open the request from the Approvals or Requests Pending your Approval
page.

2. Click More Actions > Edit Approval Flow.

Trip to Barcelona $288.96

Submitted & Pending Approval | RequestID: 3F7G

Edit Approval Flow @

Request Details w Print/Share w Send Back to Employ

EXPECTED EXPENSES
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3. In the Edit Approval Flow dialog, click Add Step.

Edit Approval Flow

Manager Approval

L/caVIs

+Add Step

Approved - Pending Booking

+ Add Step

4. In the User-Added Approver field, start typing the approver's name to
search for the additional approver, and then click their name to populate the

field.

Edit Approval Flow

Manager Approval

+ Add Step

User-Added Approver

Employee ID; ChrisCollins Logon 1D cc@CommaSavvy.com

+Add st{  Collins, Chris L (cc@commasavvy.com)
Approved  cc@CommaSavvy.com c[\h:l

+ Add Step

| Y ~ | collin Delete

5. Click Save.
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6. Click Approve.

Trip to Barcelona $288.96 Ty —

Submitted & Pending Approval | Request 1D: 3F7G

Request Details w Print'Share w

EXPECTED EXPENSES

The request is approved and forwarded to the next approver.

Sending a Request Back to Submitter
In the existing UI, you can send a request back to the submitter using the Send
Back Request button in a request. In the NextGen UI for Concur Request, you use
the More Actions > Send Back to Employee selection.

— To send a request back to the request submitter

1. Open the request from the Approvals or Requests Pending your Approval
page.

2. Click More Actions > Send Back to Employee.

Trip to Barcelona $288.96

Submitted & Pending Approval | Request ID: 3F7G

Edit Approval Flow

Request Details w Print/Share w Send Back to Employee

EXPECTED EXPENSES
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3. In the Send Back to Employee dialog, click enter the reason you are
sending the request back, and then click Send Back.

Send Back to Employee x

Comment History

No comments.

Add Comment
Reason for Sending Back the Request™

Please provide the name of the holel where you will be staying

]

Cancel Send Back

The request is sent back to the request submitter.

After sending back a request to the submitter, when the request submitter

resubmits the request, the resubmitted icon, @, is displayed for the request
on the Approvals > Approvals Home page.

Approvals Home Requests Reports Cash 4
Approvals
00 06 106

Trips Requests Expense
Reports
Requests
Request Type Request Name
X Travel Trip to Barcelona
l Clignt visit
] Travel Railway Tickel to Chicd

Customer onsite visits

[] @ Travel Trip to Pariz
Sales conference

[] Travel December Sales Meet
— Sales meeting
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Section 9: Approval Flow/Request Timeline

The Approval Flow feature in the existing UI has a new name, Request Timeline, and
new location in the NextGen UI for Concur Request. The Request Timeline option
shows approval workflow and comments for the request.

Existing UI

In the existing UI, you can view a request's approval workflow from the Approval
Flow tab on the Request page.

Request 3C7Y Scbo e
Status: Not Submitted

Request Name: Trip to Paris Amount: $1.420.22
Purpose: Client site visit

Request Header | Segments || Expense| Approval Flow udit Trail
Manarer Approval:

(this step may be skipped)

Approved - Pending Booking
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NextGen UI

In the NextGen UI for Concur Request, you can view a request's approval workflow
and comments from the Request Timeline page. To access the Request Timeline
page, on the Request Details menu, click Request Timeline.

Trip to Paris $1,44

MNot Submitted | Request ID: 3C
rff'

Eequest Details w Print'Share w

SES

Request ‘
Edit Request Header '
Request Timeline @ |

Audit Trail Detail
Allocation Summary T
Linked Add-ons Hotal

Add Cash Advance

W Parig

The Request Timeline page displays the approval workflow for the request, a

summary of the approval activity for the request, and any comments added to the
request.

This is the Request Timeline page for an unsubmitted request.

Request Timeline
Trip to Paris | $1.420.22

Approval Flow Edi Request Summary

Manager Approval No Summary.

This request has not been submited

Approved - Pending

Booking Add Comment
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This is the Request Timeline page for a submitted and approved request.

Request Timeline X
Leadership Conference - Atlanta2 | $444 62

Approval Flow Eedit Request Summary

0 Manager Approval
Davis, PatR Submitted

Brown, Terry 10/18/2018

@ Approved - Pending

Booking Submitted & Pending Approval
System, Concur Brown, Terry 10/18/2019
Approved

Davis, Pat 10/18/2019

Approved
System, Concur 10/18/2019

If you do not have a request approver assigned to you or have permissions to
change the request approver, click the Edit link on the Request Timeline page to
add or edit the request approver.

Clicking the Edit link opens the Edit Approval Flow dialog.

Edit Approval Flow

Manager Appraval
| ¥ v | Search by Last Name

Approved - Pending Booking
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You can add comments to the request by clicking the Add Comment link on the
Request Timeline page. Clicking the Add Comment link opens the Add Comment
dialog.

Enter a comment and click Save.

Add Comment

4
1500 character length limit

Cancel

Saved comments are displayed in the Request Summary section of the Request
Timeline page.

Request Summary

Request Comment
Brown, Terry 03/25/2015

Diane requested | attand the client onsite visit.

Add Comment
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Section 11: Printed Report/Email Page

The printed report page for requests has a new look and feel, but is essentially the
same between the existing UI and the NextGen UI for Concur Request with just a
small number of changes.

Existing UI

page.

In the existing UI, the buttons for saving the report as a PDF, emailing the report,
printing the report, or closing the report are located at the top of the printed report

Booking Business Travel
0 337D
==: 10/05/2015

= Submitted & Pending Approval

=m= | Brown, Terry L.

=== ; terrybrown@randomverbs.com
: Davis, Pat R.

: patdavis @randomverbs.com

: UNITED STATES

on . Development

~=: Brown, Terry L.
: terrybrown @randomverbs.com

: Davis, Pat R.

=1 : patdavis @randomverbs,com
nez : UNITED STATES
on : Development

=2 10/05/2015
110/17/2015

o : Default Reguest Policy
Purposz ¢ Sales Conference in Q4.

Segments
o e e e o e o e o e o s ot o o o o s o o o o ot ot o o o o o o o o o o e o o o o o o T e
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Air Ticket

Allocations :

Hotel Reservation

Allocations :

Transaction Date
10/05/2015

10/05/2015

10/05/2015

10/06/2015

Segments

Foreign Amount : 51,000.00
10/05/2015 Seattle Tacoma Intl (Airport - SEA), Seattle (US) — La Guardia (Airport - LGA), New York (US) Depart At: 11:00 AM

10/17/2015 La Guardia (Airport - LGA), New York (US) —Seattle Tacoma Intl {Airport - SEA), Seattle (US) Depart At:

100.00% (51,000.00)

Foreign Amount - $2,200.00
10/05/2015 Wew York-Manhattan (US) 10/17/2015
Check-In Detail : KGng bed.

100.00% ($2,200.00)

Expenses
Expense Type Entry Description Foreign Amount
Airfare 51,000.00
Ledging 52,200,00
Tad 100,00
Materials 250,00

Printed on 01/29/2015 02:47 PM

05:00 AM

Amount
51,000,00

£2,200.00

100,00

250,00
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NextGen UI

In the NextGen UI for Concur Request, the buttons for saving the report as a PDF,
emailing the report, printing the report, or closing the report are located at the
bottom of the printed report page. In the existing UI, the button for saving the
report as a PDF file is named PDF. In NextGen UI, the PDF button is renamed to

Save as PDF.

Each section of the printed report page is now enclosed in an individual box to help
improve the readability of the report by making each section visually distinct.

Copy of Request Printed Report

<10 74R3
Datst 3/10/2019
s Submitted & Pending Approval

Booking Business Travel

List of Request Exceptions

MHessage

= | AUSTRALIA
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Copy of Request Printed Report X
[ TR TR Y YIRS RO I=
Segments
Wi Ticket
Estimated Amount - 1,093 29 EUR
31072019 Charles Do Gaulle Intl [Airport - CDG), Pars (FR)— Seattle Tacoma Intl {Airport - SEA) Seattle (US) Depar Az 3:00 AM
Seattls Tacoma Int (Airport - SEA). Seattls (LS) — Charles Dw Gaulls Dntl {Alrpor - EI:IG:I. Pars (FRY 3/17/300% Assval Ak 10000 AN
Allocations 100.00% (1,714.57 AUD) SAP-1000-CC-100040
Expenses
[Fransaction Date Expansa Typa Entry Dascription Estimated Amount Amount
e Aefyrg L053.25 EUR LT14.57 AUD
A0S 47.00USD B5.03 auUD
¥iyms 47.00USD E5. 03 AUD
12z0e 47.00USD £5.03 AlD
13219 34,00 USD 130,08 ALD
-

Closa

T 0
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Copy of Request Printed Report X

-
Hie0Ly 00U 13008 AUD

¥122me .00 U &3.65 AUT

142049 500 UsD E3.65 AUD

152019 46,00 UsD E1.65 AUD

122019 46500 LUISD £3.55 AUD

1112019 4600 USD £1.65 AUD

¥16/2019 4600 USD £3.65 AUD

112018 #5.00 UsD E3.55 AUD

Totsl Pottad Arunt 1 3,915.93 AUD

Printed on 4/23/ 2019 12:48 P11
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Section 12: Audit Trail

You can view the request and expected expense-level activity for a request in the
request's audit trail. The audit trail has a new location in the NextGen UI for Concur

Request.

Existing UI

In the existing UI, you can view a request's audit trail from the Audit Trail tab on

the Request page.

Request 34PF

Request Name: December Sales Meeting
Purpose: Sales meeting

Updated By
12/06/2018 1215 PM  Brown, Temy

12/06/2018 1215 PM  Brown, Temy

Entry Leve
Date/Time Updated By
Segment Leve|
segment Leve
Date/Time Updated By

Reguest Header || Segments || Expense Summary Apprcua:FID\

: Action

-ﬁ.\ppro'.'ai .S.tﬂt.Ll 5 C I;a nge

Approval Status Change

: Action

| Action

Attachments » Recall

Status: Submitted & Pending Approval
Amount: $700.00

Description

Status changed from Mot Submitted to Submitted

Comment:

Description

Description
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NextGen UI

In the NextGen UI for Concur Request, you can view a request's audit trail from the
Audit Trail page. To access the Audit Trail page, on the Request Details menu,

click Audit Trail.

(R_e
Request
Request Header
Request Timeline |
Audit Trail fl

December Sales
Submitted & Pending Approval

guest Details »  Pribt/Share w

u &)

ENSES

The Audit Trail page displays the request name and amount and details the
request-level and expected expense-level activity for the request

Audit Trail

December Sales Meeting | $700.00

Request Level
Date/Time » Updated By
12/06/2018 1:15 PM Brown, Terry

12/06/2018 1:15 PM Brown, Terry

Expected Expense Level

Action Description

Approval Status Change Status changed from Submitted to Submitted & Pending Approval

Approval Status Change Status changed from Not Submitted to Submitted

No Data.

There is no data to display.

Close
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Section 13: Multi-Leg Flights and Rail Trips

The NextGen UI for Concur Request supports multi-leg flights and rail trips. The
NextGen Ul has the same multi-leg functionality as the existing UI with one new
addition. In the NextGen UI for Concur Request, the destination in the To field of the
previous leg is now auto-populated in the From field of the next leg of the flight or
rail trip.

Existing UI

In the existing UI, you have to manually enter the previous leg's destination in the
From field for the next leg of a flight or rail trip.

Request 3F6Y

Status: Not Submitted
Request Name: Railway Ticket to Chicago

Purpose: Customer onsite visits

Request Header || Segments || Expenses | Approval Flow || Audit Trail

Add Segment P e §

CLICK ICON TO CREATE SEGMENT £ ‘ E i

@ Railway Ticket Round Trip One Way (@ Multi-Segment ABIRUTES |usD v
Locations Per Supplier: | AMTRAK ]

From: | ‘Washingion Union Station, DC

(Tn' | Eoston-South Stafion, MA )

Date:lIUJOT-'rQME |E| |Departat |~ | |07:00am |~ |

Comment:

Grcm. | )
To: | :

@ (Reguired field)

Comment: |

From: |
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NextGen UI

In the NextGen UI for Concur Request, the destination from the To field of the
previous leg is automatically populated in the From field of the next leg of the flight
or rail trip.

New Expense: Railway Ticket e ([

View Service Locations For

AMTRAK [ v

| Round Trip | One Way | Multi City

* Required field

From *

To*
& w | Washington - Union Station, DC, United States of An | [ & w | Boston - South Station, MA, United States of Americ: j

Date * Depart at * Comment

I10.-‘0?.-"2020 EE| | Departure time ¥l _O?:OO A ®

Delete
From *
& w | Boston - South Station, MA, United States of Americ:
Date * Depart at * Comment
| | Departuretime v | | hhmm A ®
4
Delete
From * To*
& ow & w
Date * Departat * Comment
| Departure time  ~ h:mm A ®

Section 14: Expense Reports Associated with Requests

In the NextGen UI for Concur Request, when expense reports are associated with an
approved request, you can access the expense reports from within the request.

NOTE: In order to access expense reports associated with a request from within a
request, Concur Request and Concur Expense must be activated and integrated.
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When an expense report is associated with a request, the REPORTS section is
displayed below the Request Details menu on the Expected Expenses page.

[\ Alerts: 1 e

aaa multiple chd € 812.00

Approved | Request|D: 34RG

Request Details w PrintiShare w  Attachments w

REPORTS: 2 CASH ADVANCES: 2

Amount Amount

€812.00 € 2.00

€700.00, € 112.00 €1.00, €1.00

EXPECTED EXPENSES

Expense type Details Date = Amount Reguested
Air Ticket Paris (CDG) - New York (JFK) - Round Trip 01/14/2020 €70000 € 70000
Car Rental New York-Manhattan, New York - New York-Manhattan, New York 01/14/2020 €100.00 € 100.00
Breakfast 01/14/2020 €12.00 €12.00

Estimated Total: € 812.00

The REPORTS section displays the total number of expense reports associated with
the request, the total amount of the combined expense report amounts, and the
individual expense report amounts.

If only one expense report is associated with the request, clicking the REPORTS
section opens the expense report in Concur Expense.

If more than one expense report is associated with the request, clicking the
REPORTS section opens the REPORTS page. The REPORTS page displays the list
of expense reports associated with the request.

REPORTS (2) |Z|
Report Name & Status Date Approved Requested
CMA SANDBOX Not Submitted 03/22/2021 $0.00 $0.00
|D: 39E18DDBADFOAATEBDBS
“/ CMA SANDBOX Not Submitted 03/22/2021 $0.00 $0.00 ;‘
|D: 885A130F225A47TEAT1S
Total: $0.00

To view an expense report in Concur Expense, click the expense report name or ID in
the Report Name column.

Clicking @ on the REPORTS page, returns the user to the Expected
Expenses page.
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Section 15: Confirmation Agreement

If confirmation agreements are configured for request policies, when a user clicks
Submit Request the Submit Confirmation Agreement assigned to the selected

request policy appears.
When the request approver clicks Approve, the Approval Confirmation Agreement
assigned to the selected request policy appears.

Existing UI

In the existing UI, clicking Submit Request opens the Submit Confirmation
Agreement. The request creator clicks Accept & Submit to complete the request
submission.

Final Review L}

Request Submit Confirmation

Acceptance of Liability
By submission of this request, | cerify that The expenses claimed as reimbursable on the form are a true and

accurate accounfing of the necessary business-relaled expenses to be incurred for this business trip

I have not, and will not, be receiving reimbursement from any source for expenditures claimed as reimbursable nor
have any expenditures claimed as reimbursable been paid by another entity

ot s

When the request approver clicks Approve to approve the request, the Approval
Confirmation Agreement opens, and the approver clicks Accept to complete the
approval.

Final Confirmation

0 Final Confirmation

| hereby confirm that all expenditures listed heron are correct and are
appropriate for reimbursement in accordance with applicable written
Corporate policies and procedures
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NextGen UI

In the NextGen UI for Concur Request, clicking Submit Request opens the Submit
Confirmation Agreement. The request creator clicks Accept & Continue to complete
the request submission.

Final Review x

Request Submit Confirmation

Acceptance of Liability
By submission of this request, | certify that: The expenses claimad as reimbursable on the form are a true and accurate
accounting of the necessary business-related expenses to be incurred for this business trip.

| have not, and will not, be receiving reimbursement from any source for expenditures claimed as reimbursable nor have
any expenditures claimed as reimbursable been paid by ancther entity.

Cancel Accept & Continue

When the request approver clicks Approve to approve the request, the Approval
Confirmation Agreement opens, and the approver clicks Accept to complete the
approval.

Final Confirmation

0 Final Confirmation

| hereby confirm that all expenditures lisied heron are commect and are
appropriate for reimbursement in accordance with applicable written
Corporate policies and procedures
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Section 25:

Edit the Request Header

Edit Requests

With the request open, on the Request Details menu, click Edit Request Header.

-

Request Details w Print/S

Edit Request Header .
Request Timeline ®:
Audit Trail ‘
Allocation Summary
Linked Add-ons ‘
Add Cash Advance

e

Trip to Paris $1,420.22 m

Mot Submitted | Request ID: 3CT7Y

hare w  Attachments @ -

Request FMSES

Details

Hotel room rat

Paris, FRANCI
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Clicking Edit Request Header opens the Edit Request Header page.

You can also click the request's name at the top of the Expected Expenses page to
open the Edit Request Header page. Placing your pointer over the request name
turns the name into a link.

Trip m{gjaris $1,420.22 m

Mot Submitted | Request ID: 3C7Y

Request Details w Print/'Share +  Attachments @ v

EXPECTED EXPENSES

On the Edit Request Header page, make your changes and click Save.

NOTE: The request policy associated with a request cannot be edited after the
request policy assigned to the request is saved during the initial request creation

process.

Edit Request Header conce ([

Trip to Paris Request ID: 3C7Y
Request Id Agency Office

3CrY | None Selected v
Request Name * Request Policy

Trip to Paris | Travel Request Policy
Start Date End Date
: 10/08/2019 ]| [ 1011312019 |
Purpose *

Client site visit

4
Comment
4
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Edit an Expected Expense

With the request open, select the expected expense you want to edit and then click

Edit.

Trip to Paris $1,420.22

Not Submitted | Request|D: 3C7Y

EXPECTED EXPENSES

[=] Expense type Details

m

Request Detalls w Print/Share w Attachments@ A 4

adt —

Room Rate Hotel room rate is 98 euros per night for 5 mights
O Railway Ticket Paris, FRANCE - Orléans, FRANCE : Round Trip

1 Air Ticket Seattle (SEA) - Paris (CDG) - Round Trip

Copy Request Submit Request

Datew Amount Requested
10132019 EUR49100 o004
Allocated

10009/2019  EUR3500 o019
Allocated

$821.00

10/08/2019 $821.00

Allocated

Estimated Total: $1,420.22
Foreign currency converted

Clicking Edit opens the expected expense details page.

Save.

Make your edits and click
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Section 26: Copy Requests

Copy a Request

With the request open, click the Copy Request link or the Copy Request button, or
click More Actions, and then click Copy Request.

NOTE: The request's current status and the other actions available to the request
determine whether the Copy Request link, the Copy Request button, or the More
Actions menu with the Copy Request selection is displayed for the request.

Trip to Paris $1,420.22 @

Mot Submitted | Request ID: 3CTY

Request Details w  Print/Share w Ahachments@ v

EXPECTED EXPENSES

[ Expense type Details Datew Amount  Requested

: = $559.43
[ Room Rate Hotel room rate is 98 euros per night for 5 nights 10/13/2019 EUR 491.00 i
_ 3 ; ; : $39.79
[0 Railway Ticket Paris, FRANCE - Orleans, FRANCE 10/09/2019 EUR 35.00 i
_ - ) ) . $821.00
[ Air Ticket Seattle, Washington - Paris, FRANCE 10/08/2019 $821.00

Allocated

Estimated Total: $1,420.22
Foreign currency converted

Office Supplies $0.00

Submitted & Pending Approval | Request ID: 3KMN

Request Details w Attachmants »

EXPECTED EXPENSES

No Expected Expenses
Add Expected Expenses to submit Request
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Book Travel

‘ Recall

Leadership Conference - Boulder $444.62

Approved - Pending Booking | Request ID: 3KMP

Copy Request @

Request Details w  Print/Share w  Attachments w

EXPECTED EXPENSES
Expense type Details Date = Amount  Requested
Car Rental Jackson, Wyoming - Boulder, Colorado 10/13/2020 $444.62 344462

Estimated Total: $444.62

The Copy Request dialog appears.

Copy Request B

Mew Request Name ™

Copy of Trip to Paris

Starting Date For New Request (Previous Date 10/13/2013) *

| 08/05/2020 E

Include:

Expenses

.3

Cancel Create New Request

Complete the fields and then click Create New Request.

In the NextGen UI for Concur Request, the information that is copied, and the
information that is not copied when copying a request, is the same as in the existing
UL

Information Copied

The following information is copied from the source request:

e Expected expenses (if the Expenses check box is selected (enabled) on the
Copy Request page)

e Attendees

e Allocations
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e |atest comment

e Other fields, like the Purpose, Start Date (based on the Copy Request
page), custom fields, Travel Agency (the system first uses the agency from
the source request; if not available, the system searches the Employee
profile), etc.

Information NOT Copied

The following information is not copied from the source request:
e Attachments (images)
e Workflow
e Audit trail

e Any other information related to a policy that is no longer the user's current
policy

Section 27: Delete Requests and Expected Expenses

Delete a Request

=

With the request open, click the delete icon, m], located next to the request name
and amount.

Copy of Trip to Paris $1,416.44

Not Submitted | Request ID: 3KMQ

Request Detalls w Print/Share w  Attachments w

EXPECTED EXPENSES

[C] Expense type Details Date~ Amount Reguested
] 5 0 $555.82
[ Room Rate Hotel room rate is 98 euros per night for 5 nights 06/10/2020 EUR 491.00 At
_ : ) ) . - . oy $39.62
[ Railway Ticket Paris, FRANCE - Orléans, FRANCE - Round Trip 06/06/2020 EUR 35.00 pia
_ - - . e : $821.00
[ Air Ticket Seattle (SEA) - Paris (CDG) : Round Trip 06/05/2020 $521.00

Allocated

Estimated Total: $1,416.44
Foreign currency converted
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This message appears.

Confirm

9 Are you sure you want to delete this request?

Mo

Yes

Click Yes. The request and its expected expenses are permanently deleted and

cannot be recovered.

Delete an Expected Expense

Expected expenses can be deleted from either the Expected Expenses

page or the expected expense details page.

On the Expected Expenses page, select the desired expected expense(s) and then

click Delete.

Copy of Trip to Paris $1,416.44 @

Not Submitted | Request ID: 3KMQ

Request Details w Print/Share v  Attachments w

EXPECTED EXPENSES

Copy Reguest Submit Request

O Air Ticket Seattle (SEA) - Paris (CDG) : Round Trip

[=] Expense type Details Datew Amount Reguested
: $555.82

Room Rate Hotel room rate is 98 euros per night for 5 nights 06/10/2020 EUR 49100 i
-~ . . ) . . ; $39 62
[0 Railway Ticket Paris, FRANCE - Orléans, FRANCE - Round Trip 06/06/2020 EUR 35.00 i
$821.00

06/05/2020 $821.00

Allocated

Estimated Total: $1,416.44
Foreign currency converted
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This message appears. Click Delete from Request.

Confirm Delete

A These Expected Expenses will be permanently delsted.

Do Not Delete Delete from Request

The selected expected expenses are permanently deleted and cannot be

recovered.

On the expected expense details page, click the delete icon, [[[l, located next to the
expected expense or segment name and amount.

06/10/2020

@ Allocate

Transaction Date *

> ) Room Rate EUR 491 .00

Ca ! Cel m

Description

| 06/10/2020 ‘ Hotel room rate is 98 euros per night for 5 nights ‘
Transaction Amount * Currency * Conversion Rate Reverse Amount in USD
| 491.00 | \ Euro |1EUR: | 1.132009 \ usD |555.82 |

Comment

This message appears. Click Delete from Request.

Confirm Delete

A This expense will be permanently deleted.

Do Not Delete Delete from Request

The expected expense is permanently deleted and cannot be recovered.
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Section 28: Close/Inactivate Requests

If your organization allows requests to be closed or inactivated and a request is
eligible to be closed or inactivated, the Close/Inactivate Request button is
displayed on the Expected Expenses page.

This action removes the request from the user's list of requests. For example, a user
may want to remove a cancelled or zero-balance request. The user can also close a
request that still has a balance. For example, assume the request was approved for
$800 for airfare but the airfare expense was actually $760. The user likely will not
use the balance so the user can close the request.

With the request open, click More Actions, and then click Close/Inactivate
Request.

Administration~ | Help~
SAP Concur @ Requesis Travel Expense Invoice Approvals Reporting = App Center Links+ .
Profile -
L=
Manage Requests Process Reguests Purchase Requests ~
> s More Actions v Create Expense Report

Office Supplies $0.00 =3
Approved | Request|D: 3KMN | Copy Request

Closellnactivate Request

Request Details w  Attachmeznts w

EXPECTED EXPENSES

No Expected Expenses
Add Expected Expenses to submit Request

This message appears.

Confirm X

You are about to permanently closelinactivate this request. This
will release any amounts associated with the request that are
not linked to a submitted report and remove it from the list of
available requests to assign to an expense report

Click OK. Clicking OK reduces the balance to zero and removes the request from the
list.
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Section 29: Cancel Requests

If your organization allows requests to be cancelled after submitting a request for
approval, the Cancel Request button or the Cancel Request selection on the More
Actions menu is available on the Expected Expenses page.

NOTE: The request's current status and the other actions available to the request
determine whether the Cancel Request button, or the More Actions menu with the
Cancel Request selection is displayed for the request.

With the request open, click the Cancel Request button, or click More Actions, and
then click Cancel Request.

Administration~ | Help~
SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ .
Profile ~
s
Manage Requesis Process Requests Purchase Requests »
L H More Actions w Create Cxpense Report
Office Supplies $0.00 [ worectors |
Approved | Request ID: 3KMN | Cancel Request

‘ Copy Request

Request Details w  Attachmants w

EXPECTED EXPENSES

Closellnactivate Request

No Expected Expenses
Add Expected Expenses to submit Request

The Cancel Request dialog appears.

Cancel Request X

Add a comment to explain why you are cancelling the request. Then click OK to confirm the cancellation.

Comment

In the Comment field, enter the reason for cancelling the request and then click OK.
Clicking OK changes the request status to Cancelled.
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Section 30: Recall Requests

If your organization allows requests to be recalled after submitting a request for
approval and/or after a request has been approved, and the request meets the
criteria for being recalled, the Recall button or the Recall selection on the More
Actions menu is available on the Expected Expenses page.

NOTE: The request's current status and the other actions available to the request
determine whether the Recall button, or the More Actions menu with the Recall
Request selection is displayed for the request.

With the request open, click the Recall button, or click More Actions, and then click
Recall.

Administration~ | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links ~ e .
T -

Manage Raquests Process Requests Purchase Requests ~

Book Travel

Leadership Conference - Boulder $444.62

Approved - Pending Booking | Reguest ID; 3KMP

Recall @

Copy Request
Request Details w  Print/Share w  Altachments w

EXPECTED EXPENSES

Expense type Dietails Date = Amount Requested

Car Rental Jackson, Wyoming - Boulder, Colorado 10/13/2020 $44462 544462

Estimated Total: $444.62

This message appears.

Confirm E]

9 Are you sure you want to recall this request?

Ma Yes

Click Yes. Clicking Yes changes the request status to Returned.
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A user can recall a request after it is submitted but before it is approved. If the
workflow allows or requires more than one approver, then the user can recall the
request until it is final approved.
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